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Item
No. Description Retention

General Correspondence

Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes,
directives, studies, policies and other miscellaneous
papers relative to this office.

Student Records

These records include advisee folders, recommendations
for students, class books and tests from students and
course evaluations.

Screen annually. Destroy
material over three years
old which has no further
value. Materials which
illustrate policy
procedures and development
of the department and
college are to be trans-
ferred to the history file
for permanent retention.

Retain in active file until
student is no longer
enrolled. Transfer to
inactive file to be retainei
for four years, then destroy
Screen active file annually
destroying all non-record
material which is no longer
useful.
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2. Diriaion
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3. Unit

Mathematics

Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and vhich
•ay be transferred or disposed of as a unit.)

Description: (Give a brief description of a typical folder; include content, purpose, and
form nane(s) and nuaber(s).

General Correspondence - Subject arrangement or original incoming, copies of outgoing
letters, memoranda, reports, meeting minutes, directives, studies, policies and
other miscellaneous papers relating to this office.
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10?-iidLCoaawardod SaiJantiont Screen annually.
Destroy material 8ver three years old whic.n nas
no further value. Materials which illustrate
policy, procedures and development of the
department and.college are to be transferred to
the history file for permanent retention.

U« Inventory prepared by

?al9p*»&a jhsb^rs

Sandra Cochrane Batas 1/8/87
(Print

689--377
)

DG3-550-4 1/81



DCAHM2TT 0? OBfERAL SZ2C7ICXS
Record* Kanafwent U r i c i o n

AQ&ICI RKORES 3171X10X1 Page No.
_Lof —L

C-epartnent

STATE UNIVERSITIES AND COLLEGES
2« Diriaion

. FROSTBURG STATE COLLEGE
3. U n i t

Mathematics

Record Series and Title: (Def. A group of records fi led as a rait, used as a unit , and which
Bay be transferred or disposed of as a unit.)

Description! (Oive a brief description of a typical folderj include content, purpose, and
form nane(s) and n\snber(s).

Student Records - These records include advisee folders, recommendations for
students, class books, and tests from students and course evaluations.
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storsd ,4a th« Stat^ 10, Sacoasaacdad Ratantion: Retain in. active file
until student is no longer enrolled. Transfer
to inactive file to be retained for four years,
then destroy. Screen active file annually
destroying all. non-record material which is no
1nngPr nspful

L I , Inventorj prepared by Sandra Cochrane Dates 1/8/87
(Print )
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